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PREFACE. 


In the first section of this work, students uro nmjlo 
quainted with all tlio important idiomatic mid commercial 
pressions, in short simple phrases. Tlio use of such Beaten 
necessarily involves frequent repetition of the same wo 
(I, we, etc.) at the beginning of the clause; but this ropetitioj 
not so likely to occur when a more flowing style can bo adopt 
In our endeavour to remove all unnecessary difficulties, we lit 
sometimes sacrificed elegance to clearness. 

Orthography* —Until a few years ago, much unoertuii: 
prevailed as to the ooureot way of spelling mauy words now mil 
rulized in German, but originally imported from foreign hi 
guages. This, and other questions affecting (Herman spcllii 
have been settled by a duly authorized commission, and defin 
orthographical rules have now been fixed. In spite of this, tla 
are still some points on which custom differs in the various kin 
doins and duchies of which the German Empire consists. 

Although these new rules aro enforced at schools and 
government offices, it will still l>o along time before thoeomnie 
cial world conforms with the new style of spelling. 

In tliis book, the new orthographical rules have not bcu 
adhered to strictly, in those oases where a different spelling in si 
prevalent in commercial circles. It is advisable that studen 
should bo acquainted with tho various ways; but we add, for the 
guidanco, < tlio principal rules. These chiefly affect nouns < 
foreign origin, which nave now become incorporated in German 

1. Words formerly spelt with tji aro now written with t onl ( 
Thus : thuh-**iun) Thure^Tiire, nothiff (necessary) — notit/ * 

2. The o in foreign words has been replaced either by k or h 
Z, according to sound. Thus: Gonhw' (hundredweight) booom< 
Xmtn&r ; Dec&mbor™ l )mmber ; Procmt (per omit)— Prozm 
On the other hand : Fadura (invoice y+*Fakturn\ Gaum (oast 
— Kasm ; Canto (account)— JConio ; Octolw~d)ktafar ; (Jonh 
nenU^Konlimnt ; Comumoni (consumer)— KomumenL 



3. Some words in the German language have been 
from foreign sources, and Germanized by the adoption of i 
netic spelling. The most important commercial cxpressioi 
come under this head are : Scheck (cheque) and Streih (sti 

4. Compound words are generally written in one wort 
provided they are not too long. Thus : Layer-Rami (stock- 
warehous d)=Lagerraum\ GescMfis-Fmmde (businessfrier 
Geschtiftsfrmnde ; GeneraUAgent^Generalagent ; JJampfer * 
(line of 8t^meT8)^Lampfej'li?M ; Fh'nte-Amsichim (h 
prospects ^Fi'nteaussichten. Longer words arc still divi 
hyphen Deing plaoed between the component parts, a 

Dampf$chiff(f)ahrt-Ge$ellschaft (steamship compaii 
Feuw'm'sicherwiys-Gesellschaft (lire insurance corn] 

Use of Foreign Nouns.— Every effort Inis been 
of late to abolish the use of foreign nouns in all oases w] 
German substitute is available. Commercial language is li 
dependent on such foreign words ; and up to the present 
very few have been replaced in practice by German expres 
At the end of this boon we give a list of modern words • 
may be used in place of the older forms. 

Commercial Style. —Commercial language is far 
always perfect from a literary point of view ; and we may 
draw the student’s attention to one construction peculiar to 
mercial phraseology. Thougli und does not, as a rule, nffoi 
order of words in German sentences (see Hugo’s German Si 
fled, par. 108), the reversal of subject and verb frequently 
place after und in commercial language, just as is the case 
the co-ordinate conjunctions dealt with in par. 100 of Grami 

The words hoehachtunysvoU, hochacJifmd , and ergebena 
used for the English ‘Yours truly,’ ‘Yours faithfully,’ 
obediently,’ and frequently spelt .with a capital, even if 
in the middle of the concluding sentence of the letter. The 
then written on a separate line. 

The wording of addresses in German differs from that 
tomary in Englisn. The place of residence is given first, foil 
by the street, the number of the house coming laht, In fo: 
correspondence, however, the style used in the country in quo 
is often adopted in preference. 



GERMAN COMMERCIAL PHRASES; 

systematically arranged for reference. 


DATING LETTERS. 

Berlin, August let., 1875. Berlin, den leten August, 18 

Hamburg, 2nd June, 1890. Hamburg, den 2ten Juni, 18 
Breeden, Oct. 5,1909. Dresden, d. 5. Oktober, 19 1 

Vienna, 10/11/05. Wien, 10/11/05. 

Remarks. —Definite time is expressed in German by the AccuBnt 
Cnse ; and dm is the Accusative Masculine Singular form of dev. Am ( 
the ’) is sometimes used instead of dm ; but this construction is rather ar 
quated. Den is generally contracted to d. 

ADDRESSING- LETTERS. 

Mr. Schmidt, 37 Hauptstrasse, Herm Schmidt, Hauptstras 
Hamburg. 37, Hamburg. 

Messrs. Schmidt and Braun, Hem^ Schmidt und Brau 
1 Kdnigsplatz, Berlin. Ktfnigsplatz No. 1, Berlin. 

Note that the Dative is used. Herm Schmidt=^TO Mr. Schmid 
Herren Schmidt und Bramv=. to Messrs. Schmidt and Braun. 

An (to) was formerly put before Hemi and Herren . 


HEADINGS OF LETTERS. 

In commencing a German commercial letter, the date, and the plat 
from which the letter is written, are generally put in the right-hand tc 
corner. (The address of course generally appears as a printed heading 
Then comes the name of the person or firm addressed, beginning at the lof 
hand side of the page. Thin is followed immediately by the first line oftli 
letter. Nothing is used which corresponds with the English ‘Sir,’ ‘Der 
Sir,’ 4 Gentlemen.’ 


BEGINNING LETTERS. 

(not in reply to a letter received , or referring to a previous letter.) 

I hereby take the liberty of Ich erlaube mir hiermit 
asking (^enquiring of) you... bei Ihnen anzufragen... 

We are indebted to a busi- Wir verdanken Hire w/* 
ness friend for your address, Adresse einem GescMftB 
and ... freund und,.. 

*w. is an‘ abbreviation of werihe or werte (honoured) ; this word if 
only written in full if one wants to bo exceptionally polite, 
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GERMAN COMMERCIAL PHRASES, 


We hereby beg to enquire 
of you, whether*.. 

Acting under instructions 
from Mr.—, I beg to inform 

you... 

To our great regret, we are 
compelled to bring to your 
notice... 

The object of this letter is 
to tell you that... 

We have the honour to 
inform you that... 

I have the pleasure to send 
you enclosed my new price 
list... 

We regret to have to inform 
you... 


Wir eihmben uns 
die ergebene Anfrage, 

Ini An ft mg ties H 
teile ieli Ilmen unit... 

Zu unsenn groszen Be 
Bind wir gozwungon, 
anzusseigen,... 

Dor Zweck dieses . 
ist, Ilmen anznzoigon, 

Wir beehrou uns b 
Ilmen mitzutcilon, dm 

Ich macho mir das V 
gen, Ilmen oingosol: 
meiue neue BreisliH 
tibersenden, 

Wir bedauern, Sie b( 
richtigen zn mtissen ... 


BEGINNING OF LETTERS. 

(in reply to a letter received.) 


In reply to your favour of 
yesterday... 

Replying to your favour of 
the 1st inst. 

We beg to acknowledge the 
receipt of your favour of the 
day before yesterday, and... 

I have duly tuken note of 
the contents of your favour 
of the 3rd inst. and... 


In Ant wort auf Ihr W » 
von gestorn... 

In hftflichcr Boantwo; 
Hires Geehrten vom 1. 
(^dieses Monats). 

Wir bekennen uiih 
E mpfang Hires Geohrtei 
vorgestorn, und... 

Ich habe von dem h 
Ihres Werten vom 3. 
besteVormerkunggenom 
und... 


*Wrrfes (favour) hLukIh for varies Sehrelheu (writing'). Imterul 
Welles (esteemed), Geehrtes (honoured) in frequently and GencldW 
(treasured) Hometimes, used, The last in mtlior effiwive. 



GERMAN COMMERCIAL PHRASER. 


I duly received your favour 
of the 31st ult. 

We thank you very much 
for your favour of the 15th 
inst. 

Your favour of yesterday 
crossed curs of the same date. 

The contents of your favour 
of the 15th inst. surprised us 
very much. 


Ich habe Ihr Geehrtes vo 
31. l.M. (=letzten Monai 
rich tig erlialten. 

Wir danken Ihuen beste 
fur Ihr Wertes vom 15. d.] 
(=dieses Monats). 

Ihr Wertes von geste 
kreuzte sich mit unserm Erg 
benenf vom gleichen Datrn 

Ber Inhalt Ihres Wert< 
vom 15. d. Mts. hat uns se! 
tiberrascht. 


f Umer Ergebenes (devoted) ia an ancient flattering term, but con¬ 
stantly used in referring to one’s own letters. 


BEGINNING- OF LETTERS. 

(referring to previous correspondence,) 


Referring to my letter of 
this morning, I... 

We regret to have been 
without any communication 
from you since your favour 
of Aug. 12th of last year, 

I consider you to be in 
possession of my letter of 
Monday last, and am still 
awaiting an answer thereto. 

We confirm our letter of the 
1st inst., and as we are still 
without your reply ... 

In continuation of my letter 
of the day before yesterday, I 
beg to inform you that... 


Ich beziehe mich auf me: 
Ergebenes von heute Morge 
und... 

Wir bedauern, seit Ihre; 
Geehrten vom 12. Aug. v. 
(^vorigen Jahres) ohne Ih 
w. (=werten) Nachrichh 
geblieben zu sein. 

Ich schiitze Sie im Besi 
meines Ergebenen vom let 
ten Montag, worauf ich Ill] 
Antwort noch erwarte, 

Wir bestfltigen unser Schre 
ben vom. 1, d.M., und da w 
immer noch ohne Ihre An 
wort sind, so ... 

Unter Bestiitigung mein 
Ergebenen von vorgestor 
teile ich Ilmen mit, clasz,., 
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GERMAN COMMERCIAL PHRASES. 


BEGINNING- OF LETTERS. 

(in reply to an advei'tisement.) 


With, reference to your ad¬ 
vertisement in the 4 Frank¬ 
furter Zeitung’ of the 5th 
inst., I beg yon kindly to let 
me have particulars. 

Referring to your adver¬ 
tisement in the 4 Cologne 
Gazette ’ of to-day’s date, I 
take the liberty of respect¬ 
fully offering you my ser¬ 
vices. 

With reference to your 
advertisement in yesterday’s 
4 Norddeutsche Allgemeine 
Zeitung,’ for a sole agent in 
Germany, I take the liberty 
of applying for this position. 

Referring to your adver¬ 
tisement in the 4 Hamburger 
Nachrichten ’ of the 20th 
inst., I beg to send you en¬ 
closed my testimonials, from 
which you will see... 

Will you kindly give me 
further information respect¬ 
ing your advertisement in the 
4 Berliner Tageblatt,’ as I 
should probably not be indis¬ 
posed to take the thing in hand 

A friend has sent me your 
advertisement, and therefore., 


Unter hofL 1 Bezugna 
auf Ihre Anzeige in 
44 Frankfurter Zeitung” 

5. et., 2 bitte icb Sie mir 
N&heres mitzuteilen. 

Hdflicb bezugnehmend 
Ihre Annonce 3 in der 44 ! 
nischen Zeitung” vom ] 
tigen Tage, erlaube ich : 
Ihnen meine Dienste e 
benst anzubieten. 

Mit Bezugnahme auf 
gestriges Inserat 8 in 
“Norddeutschen Allgemei 
Zeitung” fiir einen Gen 
Agenten in Deutschk 
gestatte icb mir, mich 
diesen Posten zu bewerbe 

In Folge Ibrer w. Anz< 
in den 44 Hamburger Nf 
xuchten ” unterm 20. ds. 1 
beehre ich mich, Ihnen he 
meine Zeugnisse einzusenc 
woraus Sie ersehen werde: 

Wollen Sie sogntsein,: 
weitere Anskunft liber I 
Anzeige im 44 Berliner Te 
blatt ” zu geben, da ich < 
nicht abgeneigt ware, 
Sachein die Hand zunehm 

Ein Freund hat mir Ihre ± 
zeige zugesandt, und dahe 


I. =]ioflich(QT) ; 2. sr currents ; 3. =Armonce, Imei'&t are diffe 
words for Anzeige \ 4. abbreviation of eventu&ll \ this is a constantly i 
word in German^ and means ‘provided that everything else is suitable.’ 






GERMAN COMMERCIAL PHRASES. 

BEGINNING- OF LETTERS. 

(acknowledging receipt of a letter or letters ., 

I am in receipt of your Ich bekenne n 
favour of the 9th inst., and in sitz Ihres Werter 
reply beg to inform you... Mts., und teile II 

Erwiderung mit, 

In reply to your favour of In hod. Beantw* 
yesterday, I beg to thank you geelirten Gestrige 

for... Ilmen ftir ... 

We received in due course WirhabenlhrG 
your favour of the 15th ult., 15.1. Mts. s.Z. riel 

and have taken careful note und von dessen In 

of its contents. Yormerkung gem 

Kindly excuse the delay in Entschuldigen 
replying to your favour of the lichst die Verzbge 

30th of last month. Beantwortung Ih 

vom 30. v. Mts. 

s. Z .=*einer Zeit ; v.-=vorig (en), last, previous 

BEGINNING OF LETTERS. 

(acknowledging receipt of order.) 

Your favour of the 15th inst. Ihr Geehrtes von 
brought us a new order for..brachte uns eine i 
for which we thank you. lung auf..wofib 

danken. 

We shall send you at the Die uns mit Hire: 
end of this week the goods gen gefl. bestell 
ordered of us in your favour of werden wir Ei 
yesterday. Woclie an Sieabs( 

We thank you for the order Wir danken Ih 
sent us in your favour of the uns mit Ihrem V 
day before yesterday, but we vorgestern gesarn 
regret that we cannot execute lung, aber wir kdm 
it, as ... lei tier nicht ausfli 

Before despatching the arti- Ehe wir die une 
cles ordered of us in your Werten vom 20. d 
favour of the 20th inst., we beg stellten Sachen an 
to inform you ,.. den, teilen wir Ih 
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GERMAN OOMMKUmL PHRASES, 


Jj: 

V 


I 

1 


We are in receipt of your 
favour of yesterday,and thank 
you for the order given there¬ 
in, which shall receive our 
prompt attention. 


Wir ompfingen 11 
von gesture uud 
Ilmen 1‘Urden ntis di 
bonen A lift rug, * 
Hulmellslens ausfiili 
den. 


We regret that wo arc un¬ 
able to forward you the goods 
ordered of us in your favour of 
the day before yesterday, as ... 


Wir bedauern, die 
llnvm (Jeehrten vo 
torn bestelllon War 
abHonden m kfmuen 


I thank you for the order 
given to my representative, 
but the price offered by you 
is so low that I cannot agree 
to it. 


Iehdanko Ilmen fill 
uem Vortretor ertoill 
lung, doe.il ist tier v< 
oiforiorlo PreiH ho 
dusz ich uieht (lumi 
lion kairn* 


BEGINNING- OF LETTERS, 

(sending invoice for goods ordered.) 


I beg to enclose herewith 
the invoice for the goods 
ordered of our traveller, Mr, 
Schmidt. 

Enclosed I beg to hand you 
invoice of the goods ordered 
of us in your favour of the 
15th inst., the amount of 
which kindly place to my 
credit. 

Enclosed please find invoice 
for the goods despatched to 
you by rail this day ; we beg 
you kindly to credit us with 
the amount, 


lohlmehremieh, Iln 
mil Factum tilu»r dun 
lioisendon, Hurra »* 
ertoilton Auftrng luu 

It'll iiborroiche Ume 
guild Itoelmung liber 
Ihrem Werten vom li 
figst beHlelllen Hrndie 
Botrog Hie mir ge 
Hclmubou wollon, 

KingeHchloHHon lln 
Factum liber dh 
per Balm an Hie ver 
Waron, uud wir lull 
xiUB dm Bet rug von 
55U kreditieren. 



GERMAN COMMERCIAL PHRASES. 
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We beg to inform you that 
we have this day shipped to 
you per steamer ... the casks 
of ... for which you favoured 
us with an order. We enclose 
invoice and bill of lading, and 
trust you will receive the 
goods safely. 

We send you herewith the 
invoice for the goods ordered 
of us in your favour of the 25 th 
ult. They are ready for des¬ 
patch, and we await the favour 
of your instructions concern¬ 
ing them. 

Enclosed we have the plea¬ 
sure to hand you the desired 
invoice, and we shall ship 
the goods according to your 
instructions, immediately 
on receipt of your remittance. 


Wir erlauben uns, Ihnen an* 
zuzeigen, dasz wir heute pei 
Dampfer ... die uns freund* 
lichst bestellten Fftsser... au 
Sie verscliifften. Wir legen 
Ihnen Rechnungund Konnos- 
sement bei und wiinschen 
Ihnen guten Empfang. 

Wir iibersenden Ihnen hier- 
mit Rechnung iiber die mit 
Ihrem Werten vom 25. v. M.* 
bestellten Waren. Dieselben 
sind zum Versand bereit, und 
wir erwarten Ihre gefl. Dis- 
positionen dartiber. 

Eingeschlossen haben wir 
die Ekre, Ihnen die gewiinsch- 
te Rechnung zu iiberrei- 
chen, und warden wir die 
Sachen sofort nach erhal- 
tener Anschaffung, Ihren In- 
struktionen gemasz, zur Vei*- 
ladung bringen. 


*v. M.=vorigen Monats, of the last month. 


BEGINNING OF LETTERS (ordering goods.) 


Please send us by return 
per fast train the undermen¬ 
tioned goods. 

Kindly ship the following 
goods to us per next steamer. 

We hereby request you to 
send us by goods train ..., as 
had on Aug. 8th. 


Bitte, senden Sie uns umge- 
hend per Bahn als Eilgut die 
nachstehend verzeichneten 
Waren. 

Wollen Sie gefl. per n&ch- 
sten Dampfer die folgenden 
Waren an uns verladen. 

Mit Heutigem ersuchen wir 
Sie, uns ..., wie am 8 Aug. ge- 
liabt, als Frachtgut zuzu- 
senden. 



